Gmail — How to stop mail from going to Junk/Spam \WDOT "~
Outlook Version T camosmmen

*  Open Outlook
¢ On the ‘Home’ tab — click ‘Junk’

* Click ‘Junk E-mail Options’

& Block Sender
Never Block Sender

Mever Block Sender's Domain (@edample.com)

MWever Block this Group or Mailing List

=1 Mot lunk

=

i Junk E-mail Options...

* Choose the ‘No Automatic Filtering’

Options  Safe Senders  Safe Recipients  Blocked Senders  intemational

Outlook can mave mesages thal appear to be junk e.mail mte &
special junk E-mail Tolder,

() Mo Automatic Filtering, Mail from biocked sendens i still meved
tothe Junk E-mall folder,

() Lo Mowe the most obslous juni e-mail to the Junk E-mail
Totder,

() Hagh: Mast jurk £-mail Is Ui, DUt seme regular mail may be
caught as well, Check your Junk E-mail folder often.

() Safe Lists Cindy: Ondy mail from peaple or domsins on your Safe
Sanders List or Tafe Racipisnts List wall be deliversd to your
Iribons,

DPCI"HIRN‘"}WIKI! fuspeaed junic e-mail initead of moveng it to
thee Junic E-mail falder

Oesabie inks and other fundionaliy in phishing messages
[recommended)

Vilin Mg BBoul Iuipioaus damiim Ramed in e.mad aadresies
[recommerded)

* Click Ok
* All e-mail messages will be received regularly
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Gmail — How to stop mail from going to Junk/Spam
Outlook Version

Another way to stop e-mails from going to spam/junk is below.

s

Open Outlook
Click on the ‘Junk E-Mail folder

4 Suite - teresa.cantrell@vdotvirginia.gov

Inbox

Drafts

Sent ltemns
Deleted ltems 8
[Archived]
Junk E-mail
Outbox

RSS Feeds
Templates

Search Folders

Click on the ‘Home’ tab
Click ‘Junk’
Select ‘Not Junk’ from the dropdown menu

A T R RS
Bt I  Fon

A
& Block Sender L

Mever Block Sender 1]

Never Block Sender’s Domain (@exemple.com)

Mever Block this Group or Mailing List

%@ Junk E-mail Qptions...

Mark as Mot Junk >

This message will be moved back into the Inbox Folder.

~ Iways trust e-mail from "kevin.takala@vdot.virginia.gov”

Click Ok

NWDOT Sz

CADD Support

After clicking ‘Not Junk’ a Mark as Not Junk dialog will need to check ‘Always trust
email from abc@]123.com’
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